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Any 2 of the following 1968 ADMINISTRATIVE MANAGEMENT manuals will he sent to you — 
AT NO CHARGE 1 

The manuals will he sent to you as a gift upon receipt of a one-year subscription to 
ADMINISTRATIVE MANAGEMENT, at the regular rate of $6.00 a year. These hooks will he 
of special interest to you, and will serve to welcome you as a regular reader. They 
will acquaint you with the vast areas of administrative responsibilities covered by 
our magazine. 

Look over the subjects covered by these manuals: 

1. COMPUTERS: How To Buy and Use Them 

2. TYPEWRITERS, DICTATING MACHINES AND OTHER TOOLS OF CORRESPONDENCE 

3. WHAT YOU SHOULD KNOW ABOUT DUPLICATING AND COPYING MACHINES AND METHODS 

4. TRAINING AIDS AND TECHNIQUES: A Comprehensive Report 

5. HOW TO DEAL WITH TODAY'S 'PEOPLE PROBLEMS’ 

6. OFFICE SYSTEMS INACTION: Case Study Profiles 

7. PRODUCTS AND PROCEDURES FOR A PROPER OFFICE ENVIRONMENT 

8. MANAGEMENT OVERVIEW FOR ADMINISTRATIVE MANAGERS 

9. SELF-MANAGEMENT: Your Best Investment 

10. MARKET GUIDE TO ADDING MACHINES AND CALCULATORS 

11. RECORDKEEPING EQUIPMENT AND SYSTEMS FOR YOUR OFFICE 

[A description of each manual is included on the enclosed sheet. Look 
them over . . . select the two you want . . . mark them on the order 
form . . . and mail TODAY with your payment (or request billing).] 

A subscription to ADMINISTRATIVE MANAGEMENT 1 will deliver to you month after month the 
latest information on office machines . . . personnel . . . office systems . . . 
self-management . . . office environment . . . You will read articles on office 
equipment . . . new products . . . recruiting/training . . . new systems, new 
methods . . . cost studies . . . job analysis . . . fringe benefits . . . and 
on and on covering every phase of administrative responsibility. 

Through the pages of ADMINISTRATIVE MANAGEMENT you have an unusual opportunity to see 
how your problems, your needs are handled by your contemporaries — a chance to study, 
adapt ideas and gain from the experience of administrative executives in all types of 
businesses. 

ACT TODAYI Select the two manuals you want as a gift. Fill in the order 
form. Mail with your payment (or request billing). As fast as your Z-I-P 
will carry it, you'll have the two A/M 1968 manuals on your desk — and the 
first of 12 monthly issues of ADMINISTRATIVE MANAGEMENT — the magazine of 
Methods, Personnel, and Equipment. Thank you for your subscription. 


Cordially, 



JCC:gc C— 7 James C. Cobaugh ^ 

Enel. Circulation Manager 
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eleven Management MANUALS to choose from —which two do you want? 


1. COMPUTERS: HOW TO BUY AND USE THEM 

Included in this factual manual are ways to deal with third generation systems, and forecasts for the fourth 
EDP generation. Also covered are what to ask — and expect — of your service bureau. Other sections 
in the manual deal with software, programming languages, and the important questions pertaining to cost. 

2. TYPEWRITERS, DICTATING MACHINES AND OTHER TOOLS OF CORRESPONDENCE 

What are the newest features on typewriters and dictating machines? How do the different machines compare 
in cost? How can this equipment speed work and cut costs? These and other questions are answered in 
this comprehensive manual. 

3. WHAT YOU SHOULD KNOW ABOUT DUPLICATING AND COPYING MACHINES AND METHODS 

An all-inclusive study of electrostatic, thermographic and diazo copying machines. Which machine is best 
for your office? This study will help you answer this question. In the area of duplicating equipment, 
detailed information on spirit, stencil and offset machines will make you a more knowledgeable buyer. 

4. TRAINING AIDS AND TECHNIQUES: A COMPREHENSIVE REPORT 

How to plan a company audio-visual room. What is available in the way of slide, overhead and movie 
projectors. An overview of a wide range of presentation materials from a simple blackboard to an electronic 
A-V training center. 

5. HOW TO DEAL WITH TODAY’S ‘PEOPLE PROBLEMS’ 

Most managers agree that “people problems” are the most important ones they must solve. Here are tips 
on employee appraisal systems, writing an employee manual, working out a gradual retirement program, 
setting up a profit sharing plan, using the “informal organization”, and many others. 


(Manual descriptions continued on reverse of this sheet) 


- CLIP HERE-MAIL TODAY-CLIP HERE 

* SUBSCRIPTION ORDER FORM * 

TO: ADMINISTRATIVE MANAGEMENT, 51 Madison Avenue, New York, N. Y. 10010 


Please enter a one-year subscription to ADMINISTRATIVE MANAGEMENT @ regular rate of $6.00. Send 
me at no additional charge the two manuals I have checked off below: 


□ C OMP U TERS : HOW TO BUY & USE THEM 

□ TYPEWRITERS, DICTATING MACHINES & 

OTHER TOOLS OF CORRESPONDENCE 

□ WHAT YOU SHOULD KNOW ABOUT DUPLICATING 

& COPYING MACHINES & METHODS 

□ TRAINING AIDS & TECHNIQUES: 

A COMPREHENSIVE REPORT 

□ HOW TO DEAL WITH TODAY’S ‘PEOPLE 

PROBLEMS’ 

□ OFFICE SYSTEMS IN ACTION: 

CASE STUDY PROFILES 


□ PRODUCTS & PROCEDURES FOR A PROPER 

OFFICE ENVIRONMENT 

□ MANAGEMENT OVERVIEW FOR ADMINISTRA¬ 

TIVE MANAGERS 

□ SELF-MANAGEMENT: YOUR BEST 

INVESTMENT 

□ MARKET GUIDE TO ADDING MACHINES & 

CALCULATORS 

□ RECORDKEEPING EQUIPMENT AND SYSTEMS 

FOR YOUR OFFICE 


I | Payment Enclosed 


I I Bill me 


I | Bill Company 


NAME:_ TITLE:_ 

COMPANY: __ 

ADDRESS:___ 

CITY/STATE: __ ZIP: 

FIRM’S BUSINESS:. 
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If this is a renewal order, please check here □ 



















6 . OFFICE SYSTEMS IN ACTION: CASE STUDY PROFILES 

Over 30 different case studies showing how specific companies solved specific problems. Real solu¬ 
tions to problems which plague most companies. Solutions include actual equipment or procedure which 
helped solve the problem. 

7 o PRODUCTS AND PROCEDURES FOR A PROPER OFFICE ENVIRONMENT 

Where we work is an important influence on how we work. Here are a detailed series of articles on 
space allocation, how to furnish an office, how to handle flooring problems, what to do about noise 
control, how color can be used as a tool, and many others. 

8 . MANAGEMENT OVERVIEW FOR ADMINISTRATIVE MANAGERS 

What is the administrative function? How will computers affect middle management in the years to come? 
How do you handle work fluctuations? What will the office look like in 1984? The answers to these and 
other questions pertaining to the manager, his present duties and his future responsibilities are answered 
here. 

9 . SELF-MANAGEMENT: YOUR BEST INVESTMENT 

The manager must take the time and make the effort to keep up with rapid changes in the field of man¬ 
agement. Sections in this manual deal with ways to find the time to plan ahead, the dynamics of decision¬ 
making, how to choose a successor, and a discussion of individual responsibilities versus group decisions. 

10. MARKET GUIDE TO ADDING MACHINES AND CALCULATORS 

Many managers are buying sophisticated electronic calculating machines, but there is still a large 
market for handy little adding machines. Here is an explanation of a large variety of machines, what 
they can do and how much they cost. 

11. RECORDKEEPING EQUIPMENT AND SYSTEMS FOR YOUR OFFICE 

A comprehensive examination of automated and manual recordkeeping systems and equipment. Also, 
ways to file better, ways to retrieve faster, how to use microfilm, and what’s on the market in the way 
of microfilm readers, reader-printers and cameras. 



